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Door Supervisors Code of Conduct

Introduction

Please read and understand this document as it sets out the rules which this company expects its door supervisors to observe and it also outlines the expectations of this company with regards to shifts, venues and orders of dress etc.  

Probationary Period

All door supervisors join us on an initial probationary period of twelve weeks (12) weeks.  This does not prejudice our right to dismiss you in accordance with the notice provisions laid out in this document or without notice for gross misconduct again as laid out in this document.

Hours of Work

Your hours of work may be variable according to the duty roster.

Hours of Work as Dictated by Visa

Those employees whose hours of work are dictated by statute (such as Student from Country’s outside the European Economic Community) will not be permitted to work in excess of 20 hours per week, during term time.  New employees will be required to work in accordance with their Visa status as presented by the employee at the time of the employment application.  Any changes to employees Visa Status must be brought to the attention of the Director to any changes being made to working hours.  The Director, after having received official notification of a change of status will then authorise the change. 

Public/Bank Holidays

Because of the nature of our business, you may be required to work on any of the public/bank holidays listed below:

New Year’s Day


Good Friday

Easter Monday


Christmas Day

Boxing Day


Last and First Monday in May

Last Monday in August

Place of Work

Although the company will endeavour to place a door supervisor where requested this cannot be guaranteed.  No one door supervisor has a site, sites will always be allocated to a door supervisor with operational requirements been the first consideration.

Responsibilities of a Door Supervisor

The aim of an efficient Door Supervisor is to protect and preserve life and venue. At all times the interest of the customer will be paramount and immediate action taken to achieve the aim to ensure positive results.


A Door Supervisor:

· Must have a valid SIA badge. 

· Be aware of the provisions of the Licensing Act and their application to the role of door supervisor
· Must have a basic awareness of health and safety practices
· Must be aware of the venue Assignment Instructions
· Must Sign in and out of the venue indicating start and finish times
· Must not drink alcohol, smoke or take drugs whilst on duty or be under the influence of alcohol or drugs when signing in for duty

· If you suspect a colleague of either being in possession of, dealing in or using drugs, you must immediately inform your operations/area manager
· All incidents of drug use/drug possession/drug selling must be reported to the venue manager and also entered into the incident book
· Do not use mobile phone whilst on duty (unless in an emergency)
· Do not at any time unlawfully carry weapons
· No eating or chewing gum whilst on duty
· Wear only approved `uniform` whilst on duty

· Portray a clean cut image whilst on duty
· Do not stand directly in doorway of premises (no intimidation of customers)
· Use moderate language at all times when dealing with members of the public and other staff
· Act fairly and not unlawfully discriminate against any person on the grounds of colour, race, religion, sex or disability
· Do not fraternize with customers, friends or relatives whilst on duty
· Greet visitors to the venue in a friendly and courteous manner
· Maintain good order on the premises and ensure safety of the public
· Prevent persons entering the venue after a time stipulated by the venue manager
· Never solicit or accept any bribe or other consideration from any person, nor fail to account for any money or property received during the course of duty
· Ensure that consent is obtained from each customer prior to any search taking place, if the venue manager requires personal searches as a condition of entry
· Do not search individuals of the opposite sex and ensure that any items seized are dealt with strictly in accordance with the venue policy
· Do not retain items seized under any circumstances i.e. All drugs to be placed in the drugs safe
· Protect the premises and property against damage or theft
· Use tact and diplomacy as the first tool to control conflict
· Use only reasonable force to defuse violent conflict
· Never deal with a member of the public on a one-to-one basis
· Be courteous to customers as they leave the venue
Door supervisors must also:

· Ensure communication equipment works and understand how to use it
· Report incidents in a daily logbook for the information of the security team, the management and interested outside agencies
· Use hand-held counters (clickers) to monitor venue capacity
· Assist the emergency services in whatever they request in the execution of their duties
· Be aware of emergency procedures, what action to take and how to inform the emergency services and/ or licensing committees
Uniforms & Equipment

You must provide you own uniforms. They will be maintained in a clean, tidy and serviceable condition.  The dress code for Door Supervisors is as follows;

· Viper Jackets Logo’d
· Tie Logo’d
· Polo Shirt (Blue) Logo’d
· Hi Visibility Vest Logo’d
When reporting for duty, the door supervisor must be clean and smart. Attention must be given to clean finger nails; personal hygiene is to be kept to a high standard.

Whilst accepting that modern hairstyles can include longish hair, the hair must be kept groomed and the styles not ridicule the company image. Hair is to be kept clear of the collar, beards and other facial hair must be kept neat and tidy.

Door Supervisors Duties

Obtain a copy of, and observe any written customer company rules. Such rules must be enforced with interest, tact and discretion.

Be conversant with Works Manuals and Assignment Instructions which tell you the agreed requirements between BBP Security Services and Training Ltd and the customer company. Should customers request that you divert from such instructions, be courteous and request that your company be advised.


Keep all records neatly, accurately and legible. Do not divulge records to unauthorised personnel.


From time to time you may hear thing of a confidential nature. Such information must not be divulged to unauthorised personnel, or discussed with colleagues.


When on duty you are both a representative for BBP Security Services and Training Ltd and the client. It is important that you conduct yourself in a manner that will bring credit to both companies, your fellow workers and above all to yourself.


Always be smart and a credit to BBP Security Services and Training Ltd.

General Responsibilities

Telephones

Except in the case of an emergency, you are not permitted to use a telephone belonging to a client, for any purpose other than official business. Improper use of the telephone may render you liable to disciplinary action.


Computers


Under no circumstances are door supervisors to use a client’s computer for any other reason than the duties set out for him on the individual site.  Any unauthorised use of a client’s computer for such purposes as ‘surfing the web’ will be classed as gross misconduct.


BBP Security Services and Training Ltd & Customers Property

Unauthorised possession of any property belonging to the company, its employees, or its customers may be regarded as gross misconduct.


Personal Search

The nature of BBP Security Services and Training Ltd business may make it necessary on occasions to submit you, your belongings or personal effects, or your vehicle, to a search. Such a search may be carried out without prior warning but will only be carried out in the presence of a member of management. Refusal to comply with a reasonable request to be searched could lead to dismissal.

Payments

Door supervisors will be paid in the form of BACS transfer.  No cash payments will be made.

Under no circumstances will your wages be discussed with anyone other than the person entitled to the wage.
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